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i ‘) . [2" Person to Contact Working Title Telephone Number
W.A. Clifton RMO Designee
) 3. Action Requested
; a. Kl Enablish Retention Schedule; record will tontinue to accumulate,
" b. [ Disposs of present accumulation; no further accumulation anticipated.
<. OAmend Application No. Check One: [ Change; [ Supercede; [ void
4. Dates of Series 5. Records Series Title (foliowsd by title used In office, if different]
 Earliost © Latest ' ' o
A I See Attached Listing
A 8. Division and Offu:e Function What is the function of the Division and the Office in which this record serias is created?
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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia

The Divigion of Mental Health and Mental Retardation administers the program for mental he.-altfrIL
mental retardation and other developmental disabilities; alcohol and drug abuse; and conducts
training and research. - This division is also concerned with community mental health and the

administration of the State mental hosp.ltals, and rehabilitation and retardation centers
State-wide.

State Regional Hospitals/Institutions and Medical Centers have the responsibility to provide
mental health services for the people in its geographic area of responsibility; to conduct
training and education for persons in various mental health disciplines; and to carry out
research with the objective of determining the causes and possible cures of mental illners.
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7. Records Series Description This file dontains thé following documents (inc!uda-form- numbers and titles, If any): Attach ﬁapres of the file.

Documents relating to:

Included are: See Attached Listing
Vv
File is arranged:
. 1Y
8. Monthly Ref;;anee Rate How often are records referred to which are:
One to six months old :  Seven to twelve months old ;:  Thirteen to twenty-four months old H

twenty-five monthsandolder ..+ 7

L

9. Annual Rate of Accumutation .o'rr Records
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. |YES | NO_|10. Questionnaire _{Pisce an ”X” in the proper eolumn) o . A e e
. a. Is this the official copy of the urles? ; 1 T ~"
. [ "M not, whare Is it? : ) : ¢ D
7_ T | b. Dopsthe series contain confidential information requiring security hendling? If yes, cite law or regufation. L T
N IRl & M8 this a vital record? 1 -
¢ w T ; d. Doey this series have historicgl or long term ressarch velue? . : ' ’ 7 e ;;
% : ) p. WhQn one or two documents in the file make it necessary to keep the entire file for a long penod could thege documents : v
w 3 i : : i
1 . 1. he uhedufed uparatetv? : 7
: : £. 18 the information contained in this serias ever published? If ves, S copy. S
i A ;. lnhl information cantained in this series ever anslyzed and/or recorded in 8 summarized report? ‘ N
H ! 2 Wyes, ‘sttach copy. : “
: : P ."Il. Is there a duplication of this series in your office or in another office or agency? ) ' i :
i ‘ if ‘f.yg_'.' M}Bm? ) - N . l
Tt ; I, . Is this series {or @ major portion of it) regulsrly microtilmed? ' :
; ! i | 1 Doegthe record serigs result in & computer printout?
~ ] 11. Retention Requirements o ~ The following requires the secias to be kept:
., W State Law —m e Y83LE, : d. Audit period ’ —_— . Years.
~ b. Staiute of limitation -— Years. e. Administrstive need —_—_Vears,
c. Federa! low . Y®BIS, ) f. Federal retention instructions —_—— —_YeBrs.
. Attach copv or excerpt of faws or regulstions, Explain administrative need, . _ ‘ ' E
. . A}
. | 12. Approwed Disposition instruetions  This agency recommends that the file series be cut off st the end of esch: _ .
. g o o Calendar Year. O riscal Year; DOthar . .~ then,’ i
O Hold in the current filessrea —___ month(s} ' —— yearls); then
0 Transfer to local holdlng area; hold o yearls); then
0 Transfer to State Racords Canter; hold _______'veaftn): then =~ " o
- - 0 Destroy : S T } : : _
£ ‘0 Transfer to State Archives for permanant retention, - R h a i
g O Other fSpecity) ' "
These Instructions spply to all prior and future accumulations of the serles.
Agency Haad/Designes sture) __?_Dm Reoords Managament Otticer !S:gnarura) - ~ Date
: O ey WL M Dond Mevm J-22-8) -
; : State Records Committee  (Signaturs) Date i
© "« | Recommandations in paragraph ' '
* | 12 a0 approved. Stats Auditor/Designes / ] b r - Y -
(¥ disapproved, attach hmr v ¥
of explenation.) &mt%lmllgm M ' 2....(’[ -7&
- Attorney Genaral/Designee /f O ZJ/ WL‘QM JR-727) e
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MEDICAIL SERVICE FILES

78- 294

1. Medical Records Source Document Files

2.

Documents relating to preparing patient
related reports.

Included are admission work sheets, patient
control registers, patient location and
change-in-status documents and similar and
related documents.

78- 248
Employee Examination Reporting Files
Documents relating to physical examination
and summary information on the overall
examination results, the cause for dis-
qualification, and general physical condition
of employees found acceptable for employment.
Included are medical reports, physician
examination reports and similar or related
document.

Files are arranged alphabetically by
employee, thereunder by date.

78- 246

Patient Medical Records- Eugenics Files
Documents relating to authorization for
sterilization of patients.

Included are patient related forms identi-
fying patient name, dates of activity, .
procedures and similar and related infor-.
mation. Master index card file is included.

Files are arranged alphabetically by
name of patient, thereunder by date of
activity.

78-2G7 -

Nursing Care and Treatment Service Schedule
Documents relating to on-duty hours for
nursing service personnel assigned to care
and treatment of patients.

Included are time schedules and similar or
related documents.

Files are arranged chronologically by date.

Cut off file each month; then
hold in current files area for
3 months; then destroy.

Cut off each calendar year; then
hold in current files area for

1 year; then transfer to local
storage area; hold for 4 years;
then destroy.

If applicant is hired, examination
file is covered under Appl. No.
74-452 Employee Medical Files.

Cut off file each calendar year;
then hold in the current files
area 1 year; then retire to
State Archives.

Cut off each month; then hold
in current files area for 3
months; then destroy. Earlier
destruction is authorized.




5.

COMMUNICATION FILES

7%- 2A%

Radio FPrequency Files -

Documents relating to the authorization,
allocation, assignment, correlation and
use of radio frequencies and call signs.

Included are listings, authorization
correspondence and notification or
assignments.

Files are arranged chronologically by date.

72-2

Telephone Toll Call Review Files

Documents relating to documentation of toll,

long distance and GIST telephone calls.

Included are reports, preprinted forms
and related or similar documents.

Files are arranged chronclogically by
dates.-

7%9- 300

Forms Management Survey Files

Documents relating to staff vists and
surveys conducted to provide advice and
assistnace, and to evaluate the effective-
ness of forms management operations and
programs.

Included are notifications of visits,
reports of visits and surveys, reports

of corrective action taken, and related . -
documents.

Files are arranged alphabetically,
thereunder by date.

7%-301 '

Records Management Survey Files

Documents relating to visits and surveys
conducted to provide advice and assistance
on, or to evaluate the effectiveness of
records management operations and programs.

Included are notification of visits, or
reports of visits and surveys, reports of

corrective action taken, and related documents.

Files are arranged alphabetically by unit,
thereunder by date.

Destroy when assignment is
superceded or cancelled; or
destroy when use is discontinued.

Cut off file each month; then
hold in current files area for

3 meonths; then destroy. However,
where discrepancies between these
records and telephone bills are

' found, files will be held until

corrective action is completed.

Cut off file at the end of each
calendar year; then hold in
current files area 1 year or
until another survey is made; then
destroy.

Cut off file each calendar vear:;
then hold in current files 1
year or until another survey is
made; then destroy.




T7L-30c2

9. Records Information Release Files

10.

11.

Documents relating to specific instances |
of furnishing or denying copies of, access
to, of information from State Records.

Included are requests for records of
information and documents furnishing the
information or approving or denying access.

Files are arranged numerically by files
location number, or by organization,
thereunder by subject or name and by date.

7%- 303
Records Retenticon Schedule
Documents relating to communications
with the State Records Management
Division concerning authority for
disposition of specific files, including
special studies of specific files for
the putpose of establishing or revising
disposition standards.

Included are Application for Records
Retention Shcedule, studies, letters of
request or related approvals.

Files are arranged by date.

7%~ 304
Record Locator and Disposition Files
Documents relating to disposition of
files that have been transferred or
retired to storage areas.

Included are records transmittals,
shipping lists, destruction notices
and similar or related information.

Files may be arranged by series,
accession or inventory numbers, or
dates.

Place release in corresponding
Patient Medical Record Files.

Cut off file each calendar
year; then hold in current

, files area 2 years; then destroy.

Earlier destruction is authorized
after publication of retention
schedule or on disposition of
all files covered by the schedule.

Destroy after all records listed
thereon have been destroyed,

except those inventories reflecting
permanent files may be destroyed
when no longer needed for reference.




’ SYSTEMS AND EQUIPMENT STANDARDIZATION

7%- 305

i2.5 Systems and Equipment Standardlzatlon and Cut off file each calendar year; then
Control Files ‘hold in current files area for 3 years;
Documents relating to the standardization . then destroy.
and control of copying equipment; filing
equipment, supplies and space; and files Farlier destruction is authorized for
systems and procedures. : documents that are superceded or no

longer needed for reference.
. Included are requests, studies, approvals,
disapprovals, and related papers pertinent
to obtaining and using copying egquipment;
non-standard filing equipment and supplies,
files space; and files systems and procedures.

Files are arranged by date..

Q- 300 i , -

15.Copyright Authorization Files - Cut off file on expiration of authorizatii
Documents authorizing the use of copyrlght then hold in current files area for 10
materiadl, such as letters and agreements - years; then destroy.
from publishers, authors, or copyright
owners.

Files are arranged alphabetlcally, thereunder

by date.
73- 307 | |
16.Publications Control and Processing Files Cut off file at the end of each calendar
Documents relatlng to control of publlcatlons _ year; then hold in the current files are
work in progress. . for 1 year; then destroy.

Included may be stenographic assignments .
records, stencil control cards, information
and instruction sheets, layouts, daily
production records, progress reports, job
tickets on labor and materlals and similar
and related papers. -

Files are arranged by subject, thereunder

by date.
7%-30¢ - '
17 .Printing Unit Job Jacket Files Cut off file each calendar year; hold
Documents relat.mg to processing data and current files area for 2 years: then
sample of each printing job. destroy.

Included are work orders, production and cost
records and similar or related processing data.

Files may be arranged chronologically by date
or numerically by job number.



7%-309

18.Duplicating and Photo-Reproduction Job
Control Files

Documents relat1ng to contrel of JObS .
Performed by commercial state contractors,
commercial printing plants or photo' shops.

Included are requisitiohs and delivery
receipts and similar and related documents.

Files are usually arranged by date.

i
Cut off file each calendar year; hold
in current files area for 2 years; then
destroy.

PERSONNEL RELATED FILES

18- 310
19.Job Standard Files
Documents related to providing gu1dance in
evaluation of jobs.

-Included are Merit System specifications;
Minutes of State Personnel Board; and similar
and related documents.

Files are arranged chronologically by date.

T72-311
20.Applicant Roster Files
Documents relating to providing an index to
application of qualified eligibles for employment.

Included are listings identifying applicant, _
class title and similar and related infbrmation.

Files are arranged by class titles, thereunder
alphabetically by eligible appllcants.

TR-312% ,
23.Equal Employment Opportunity Reporting Files
Documents related to reporting on activities
and conditions related to equal employment .
opportunity.

Included are statistical and narrative reports,
summarles, consoclidations and similar or related
documents.

Files are arranged by date or subject. Files are

usually arranged alphabetically by employee’
name.

Destroy upon supersession.

Review annually and destroy material

' pertaining to individuals no longer

eligible for employment and similar = _
information that is no longer applicable.

Cut off file at end of each calendar
year; then hold in current files area
for 3 years; then destroy.




24,

25,

26.

27.

- -

7%-31\3
Equal Employemnet Opportunity Survey Files
Documents related to conducting surveys

of the effectiveness of the equal employment
opportunity program.

Included are reviews, appraisals, recom-
mendations, survey reports and similar or
related documents.

Files are arranged by date or subject.

7%-314
Employee Iocator Files
Documents relating to locating employees.

Included are flexoline strips, plain

cards, punched cards, data processing
listings and similar or related documents
showing name, position, grade, etc., and
organizational segment to which the employee
is assigned.

Files may be arranged alphabetically or by
organization and then by position class
and or alphabetically by name.

TR-315
Personnel Chronological Journal Files
Documents used for preparing reports,
review of position or personnel actions
processed and similar or related documents.
Included are numérous forms relating to
personnel actions.

Files are arranged by date.

7%-316
Employee Interview Files
Documents used to records counseling
interviews and termination interviews.

Included are forms identifying employee
and information relating to employment,
and similar and related information.

Files are arranged alphabetically by
employee's name, thereunder by year.

Cut off file at end of calendar
year; then hold in current files
area for 3 vyears; then destroy.

Cut off on termination of
employee; hold in current files
area for 5 years; then destroy.
Earlier destruction is authorized.

Cut off file at the end of
each quarter; hold in current
files area for 1 year; then
destroy.

Cut off file on termination
of employee; hold in inactive
file for 6 months; then destroy.
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28,

29.

CHeIair o b
Appeal and Grievance Case Files N
Documents reflecting actions taken on
grievance and appeals submitted by
employees.

Included in each case are employee grievance
record; decisions delivered, including
records of grievance committee; review

cdecisions; and similar or related documents.

Files are arranged alphabetically by
employee.

T7-3\9

General Personnel Files

Documents relating to personnel
strength, classification and
reclassification, assignment, transfer,
promotion, retirement and termination;
and gimilar activities in general.

Included are routine or general reguests
for information and replies thereto;
routine or informal reports with related

papers; general recommendations and suggestions

with all type of trnasmittals and other

documents of a general, routing and administrative

nature. . :

Files are arranged by date or may be files by
subject and then by date.

Cut off when case is finalized

and nc appeal is pending. Hold

in current files area 1 year;

then transfer to State Records
Center; hold 35 years; then destroy.
(Case to be sealed in envelope

and marked confidential.)

Cut off at end of each calendar
year; hold in current files area
for 2 years; then destroy.

Earlier destruction is authorized.




